
Creating Agency: 

Series T&: 

Dates Covered: 

Access: 

Approved 
Disposiflon 

Instructions: 

State Records Committee 

Approval Signature Sheet 

Records Retention Schedule 

Application #920501-01 

Sheet 4 of 4 

scheduk Number: 94-001 3 

Effective Date: 08/23/94 

Department of Education 
Georgia Education Leadership Academy 
Leadership Development Program 

Staff Development Unit (SDU) Credit Verification Files 

1986 - [ongoing] 

Open 

Cut off at end of fiscal year 
Hold file in current files area five (5) years. 
Destroy. 

The State Records Committee has approved these disposition instructions for the 
records series described in the attached records retention schedule application. 

Secretary of State Designee 
v 

Form RGS95-91 



O f f  ICE O f  THE SECRETARY OF STATE 

FOR AGENCY USE 
opliation D.ts 

~ 

ippliation N u m k  

, 

INSTRUCTION% Sea Publication No. 76-RM-1 for instructions on cornpkting th is  fwrn: Forward signed original to 

1. mcyM&.rr 
Georgia Department of Educat ion 

HHI RECORDS MANAGEMENT USE 

Applisnim N u m r  

9 4 - 0 0  1.3 Georgia Education Leadership Academy 
S u i t e  1862 Twin Towers East 
A t lan ta ,  GA. 30334 h t e  Received 080 Complered 

MAY - 1 19921 8/23/79 

I. Iknrdsr*r 
krliest latest 

1986 I t o  Date 

Coord inator  
I. AclionRawst~I 

5. R d  &rim Tit* l f o l l o d  by tide u q i  in of fb;  if d M m d  
Leadership Development Program 
SDU ( S t a f f  Development U n i t )  C r e d i t  ' V e r i f i c a t i o n  F i l e s  

Indudedue: DE Form 0224 - S t a f f  Development Uni t  C r e d i t  Form 

Chrono log ica l l y  by F i s c a l  Year; thereunder a l p h a b e t i c a l l y  by name of 
T r a i n i n g  A c t i v i t y ;  thereunder a l p h a b e t i c a l l y  by p a r t i c i p a n t  name. F i k i r r r m :  

L M D m N y R . h n n o R m  How ofun am records rofrrred to which m: 
1 O n  to six months old 4 ; semtom~monthrold  ; l h i i  to hunw-four months old 

tmnty-fivemonthsdolder 1 7 
1. AnnuU Ram d Armrnulrrion ot Rlawd, 

Letteriin dravars ; L4p14n *mDn ; slmlva :oIlwlrprifvl 1/2 La te ra l  Drawer 

R-ti0-71: nr .76 (Orrl  



2 .  

YES I NO 110. - ' ira (Place an "X" in the proper column) I' . . 
IS 

a. Is this the official copy of the series? 
If not. where i s i t ?  Participant is given the original o f  Training Record. X 

2 .  

YES I NO 110. - ' ira (Place an "X" in the proper column) I' . . 
IS 

given the original o t  lraining Record. 
~~ - - 

I I b. Does the series contain confidential information requiring rmvi ty handling? If ye;  dn law 01 regulation. 

~~ I x I 9. !sthe information contain4 in this ta ies  ever analyzed and/or recorded in a rumrmrized report? 
1 I IT yes. a m  coov. 

h, Is there a duplication of this ri in you  iw gr in n ther of f ia 01 agcnw? 
X If yes. urh ere? Individua? ?rainee%igina? eopy 

I I 
I Y I i. Is this p? . .  . .  

Y I i. -7 
11. Rantion R.quinmMb The following requires ths nria to ha kept: 

years. d. Audit period &years. a. State Law 0 
b. Statute of limitation N/* years. e. Adminimntiw need &years. 

years. f. Federal retention instructions 0 years. c. Federallaw 0 

Attach copy or excert of laws or regulations. Explain adminimativa need, 

12ApFeoWdDipaition I W l N C l b U  This agency recommends that the f i k  series b. M off at tho and of &: 
0 Calendar Y w ;  & F im l  Year; 0 0 t h ~  

mcnth(s) 5 vear(s); thon 

vear(d; then 

then, 

a Hold in the current fik area 
0 Transfer to local holding area; hold 
0 Transfer to State R-rdr Center; hold 
a Dtmov. 
0 Transfer to ! b t e  Archives for permanent retention. 

Other ISmcify) 

yeadd; than 

*Legal Requirement Verification Attached. 
Memorandum from Stephanie Manis, 3/27/92 

T h  instructions apply to dl pior md futur accumulations of the series. 



30334 ; 

M E M O R A N D U M  

March 2 1 ,  1992 

To : Ms. Vickie Oakes 
Records Management ,Officer 
Department of Education 
General Services Section 

1 ' -(/,I 
-~ From: Stephanie B. Manis L. 

Deputy Attorney General 

This is in response to our recent discussions concerning an 
appropriate records retention schedule for the materials of the 
Education Leadership Academy. I understand that the records 
are in four  general categories: administration, evaluator 
training, leadership and staff development and program. These 
records focus on an extensive training program t o  train 
evaluators who then go into the school system and evaluate 
certified personnel. The Leadership Development does 
management training for supervisors and superintendents. 

After consultation with appropriate professional personnel, you 
have recommended a retention schedule of five years for the 
Leadership Development files and two years for the remaining 
records.' Given the nature of these records and their likely 
need for retrieval, I believe your suggested retention schedule 
is reasonable and appropriate. If you have any questions or 
wish to discuss this matter, please feel free to contact me at 
651-9452. Approval Signature Sheet 
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